he decision to buy a personal computer system is an important one — and finding and 

purchasing a personal computer system suited to your needs will require an investment of 
both time and money. As with many buyers, you may have little computer experience and find yourself 
unsure of how to proceed. The following guidelines are presented to help you purchase, install, and 
maintain a desktop computer system. These guidelines also apply to the purchase of a notebook 
computer or handheld computer. Purchasing a notebook computer or handheld computer also involves 


some additional considerations, which are addressed later in this special feature. 


uyar s Guide 202 


How to Purchase, Install, and 
Maintain a Personal Computer 


How to 
purchase 
a Desktop 
Personal 
Computer 


Determine what application products you will use on your 
computer. Knowing what application products you plan to 
use will help you decide on the type of computer to buy, as well as to 
define the memory, storage, and other requirements. Certain application 
products, for example, can run only on Macintosh computers, while others run only 
on a personal computer with the Windows operating system. Further, some applica- 
tion products require more memory and disk space than others, as well as additional 
input/output and storage devices. For example, if you want to efficiently create 

| copies of CDs with your computer system, then you will need to include two CD 
drives: one that reads from a CD, and one that reads from and writes to a CD. 


When you purchase a computer system, it may 


come bundled with several software products. At 


the very least, you probably will want software for 
word processing and a browser to access the World 


Wide Web. If you need additional applications, 


such as a spreadsheet, a database, or presentation 


graphics, consider purchasing a software suite that 
offers reduced pricing on several applications, such 


as Microsoft Works or Microsoft Office. 
Before selecting a specific package, be sure the 


software contains the features necessary for the tasks 


you want to perform. Many Web sites and maga- 
zines, such as those listed in Figure 1, provide 
reviews of software products. These sites also fre- 
quently have articles that rate computer systems 
and software on cost, performance, and support. 


Before buying a 

computer system, do 
some research. Talk to 
friends, coworkers, and 


Adobe 


instructors about prospective 
computer systems. What type 
of computer system did they 
buy? Why? Would they rec- 
ommend their system and the 
company from which they 
bought it? You also should 
visit the Web sites or read reviews in the 
magazines listed in Figure 1. As you conduct 
your research, consider the following important 
criteria: 


Speed of the processor 


Illustrator 90 


Adobe 
PageMaker 6.5 Plus 


Type of 
System 


Web Site 
Computer Shopper 


PC World Magazine 
Byte Magazine 


Smart Business for New 
Economy 


PC Magazine 
Yahoo! Computers 
Family PC Magazine 
Microsoft Network 


Dave’s Guide to Buying 
aPC 


Macintosh TechWeb News 


ZDNet News 
Macworld Magazine 
Apple 


URL 


zdnet.com/computershopper/ 
edit/howtobuy 


pcworld.com 
byte.com 
zdnet.com/smartbusinessmag/ 


zdnet.com/pcmag 
computers.yahoo.com 
familypc.zdnet.com 
eshop.msn.com 
css.msu.edu/pc-guide.html 


www.techweb.com/wire/apple 
zdnet.com/mac 
macworld.zdnet.com 
apple.com 


For an updated list of hardware and software reviews and their Web sites, 
visit scsite.com/dc2002/ch8/buyers.htm. 


Hardware and software reviews. 


Look for free software. Many 


New 
Version 


system vendors include free soft- 
ware with their systems. Some sellers 


even let you 
choose which soft- 
ware you want. 
Remember, how- 
ever, that free soft- 
ware has value 
only if you would 
have purchased the 


software even if it 


= had not come with 


A 


the computer. 


Size and types of memory (RAM) and storage 
(hard disk, floppy disk, CD-ROM, CD-RW, 
DVD-ROM, Zip® drive) 


Input/output devices included with the system 
(e.g., mouse, keyboard, monitor, printer, sound 
card, video card) 


Communications devices included with the 
system (modem, network interface card) 


Any software included with the system 


If you are buying a new computer system, you 

have several purchasing options: buying from 
your school bookstore, a local computer dealer, a 
local large retail store, or ordering by mail via 
telephone or the World Wide Web. Each purchas- 
ing option has certain advantages. Many college 
bookstores, for example, sign exclusive pricing agree- 
ments with computer manufacturers and, thus, can 
offer student discounts. Local dealers and local large 
retail stores, however, more easily can provide hands- 
on support. Mail-order companies that sell computer 


systems by telephone or online via the Web (Figure 
2) often provide the lowest prices but extend less per- 
sonal service. Some major mail-order companies, 
however, have started to provide next-business-day, 
onsite services. A credit card usually is required to 
buy from a mail-order company. Figure 3 lists some 
of the more popular mail-order companies and their 


Web site addresses. 
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Some mail-order companies, like Gateway, sell 
computers online. 


If you are buying a used computer system, 

stick with name brands. Although brand-name 
equipment can cost more, most brand-name systems 
have longer, more comprehensive warranties, are bet- 
ter supported, and have more authorized centers for 
repair services. As with new computer systems, you 
can purchase a used computer from local computer 
dealers, local large retail stores, or mail order via the 
telephone or the Web. Classified ads and used com- 
puter brokers offer additional outlets for purchasing 
used computer systems. Figure 4 lists several major 
used computer brokers and their Web site addresses. 


Type of Telephone 

System Company URL Number 

PC Computer Shopper computershopper.com Not Available 
Compaq compaq.com 1-800-888-0220 
CompUSA compusa.com 1-800-266-7872 
dartek.com dartek.com 1-800-531-4622 
Dell dell.com 1-800-678-1626 
Gateway gateway.com 1-800-846-4208 
Micron micron.com 1-800-964-2766 


Macintosh Apple Computer store.apple.com 1-800-795-1000 


Club Mac www.clubmac.com 1-800-258-2622 
Online Micro onlinemicro.com 1-800-720-4400 
MacConnection macconnection.com 1-888-213-0260 
MacExchange macx.com 1-888-650-4488 


For an updated list of new computer mail-order companies and their Web 
sites, visit scsite.com/dc2002/ch8/buyers.htm. 


New computer mail-order companies. 


Use a worksheet to compare computer 

systems, services, and other considerations. 
You can use a separate sheet of paper to take notes 
on each vendor’s computer system and then summa- 
rize the information on a spreadsheet, such as the 
one shown in Figure 5. Most companies advertise a 
price for a base system that includes components 
housed in the system unit (processor, RAM, sound 
card, video card), disk drives (floppy disk, hard disk, 
CD-ROM, CD-RW, and DVD-ROM), a keyboard, 
mouse, monitor, printer, speakers, and modem. Be 
aware, however, that some advertisements list prices 
for systems with only some of these components. 
Monitors, printers, and modems, for example, often 
are not included in a base system price. Depending 
on how you plan to use the system, you may want to 
invest in additional or more powerful components. 
When you are comparing the prices of computer sys- 
tems, make sure you are comparing identical or simi- 
lar configurations. 


Telephone 


Company URL Number 


American Computer 


Exchange www.amcoex.com 1-800-786-0717 


Boston Computer 


Exchange bocoex.com 1-617-625-7722 


U.S. Computer 


Exchange uscomputerexchange.com 1-800-711-9000 


eBay ebay.com Not Available 


For an updated list of used computer mail-order companies and their Web 
sites, visit scsite.com/dc2002/ch8/buyers.htm. 


Used computer mail-order companies. 


Be aware of hidden costs. Before pur- 

chasing, be sure to consider any addi- 
tional costs associated with buying a 

computer, such as an additional tele- 

phone line, an uninterruptible power 
supply (UPS), computer furniture, floppy 
disks and paper, or computer training 
classes you may want to take. Depending 

on where you buy your computer, the seller 

may be willing to include some or all of these in the 
system purchase price. 


Consider more than just price. The lowest cost 
system may not be the best buy. Consider such 
intangibles as the vendor's time in business, the 
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vendor's regard for quality, and the vendor's reputa- 
tion for support. If you need to upgrade your com- 
puter often, you may want to consider a leasing 
arrangement, in which you pay 
monthly lease fees but upgrade or add 
on to your computer system as your 
equipment needs change. If you are a 


1 Computer System Cost Comparison Worksheet 
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5 System Price < $2400 

Processor PenSum W at 600 MHr 

7 RAM 120 MB 

6 Cache 256 KB L2 

9 Haed Disk 7 GB 

10 Monitor 17 inch 

11 Video Card 7 MB 

12 Floppy Drive 35 Inch 

13 CLYCD RWOVD Dive CD-RW with Sottware 

14 Speakers Stereo 

15 Sownd Card Souedhlamer Compatible 

16 USB Pors 2 

17 13M Pon 2 

10 FaxModem” 5K 

19 Microphone Yes 

20 Backup 250 MB Zip 

2! Keyboard Standard 

22 Potnting Device IntelliMouse 

23 Joystick Yes 

24 Printer Color inkjet 

25 Printer Cable Yes 

26 Video Camere Yes 

2 Scaneer Yes 

28 Surge Protector Yes 

29 Operating Sytem Windows Mo 
Application Office Small 

3) Sofware Business Edition 


31 Antivirus Sofware Yeu 

I imarat Connection 1 year 

B Warranty J year Onsite Service 

3M Total Cast $ $ $ $ 
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=| replacement buyer, ask if the vendor 
will buy your old system; an increasing 
number of companies are taking trade- 
ins. No matter what type of buyer you 
are, insist on a 30-day, no questions- 
asked return policy on your computer 
-| system. 


Avoid restocking fees. Some 

companies charge a restocking 
fee of 10 to 20 percent as part of their 
money-back return policy. In some 
cases, there is no restocking fee for 
hardware, but there is for software. 
Ask about the existence and terms of 
any restocking policies before you 
buy. 


e I Select an Internet service 
20 nme provider (ISP) or online 


A spreadsheet is an effective tool for summarizing and compar- 
ing the prices and components of different computer vendors. A copy of the 
Computer System Cost Comparison Worksheet is on the Discover Data 
Disk. To obtain a copy of the Discover Data Disk, see the preface of this 


book for instructions. 


service. You can access the Internet in 
one of two ways: via an ISP or an 
online service. Both provide Internet 
access for a monthly fee that ranges 


from $5 to $20. Some online services offer free 
Internet access. Local ISPs offer Internet access 
through local telephone numbers to users in a limit- 
ed geographic region. National ISPs provide access 
for users nationwide (including mobile users), 
through local and toll-free telephone numbers and 
cable. Because of their size, national ISPs offer more 
services and generally have a larger technical sup- 
port staff than local ISPs. Online services furnish 
Internet access as well as members-only features for 
users nationwide. Figure 6 lists several national ISPs 
and online services. Before you choose an Internet 
access provider, compare such features as the num- 
ber of access hours, monthly fees, available services 


(e-mail, Web page hosting, chat), and reliability. 


ones at work or school will allow you to transfer 
files and spend time at home on work- or school- 
related projects. 


i Consider purchasing an onsite service 
agreement. If you use your computer sys- 
tem for business or are unable to be without your 
computer, consider purchasing an onsite service 
agreement through a local dealer or third-party 
company. Most onsite service agreements state that 
a technician will come to your home, work, or 
school within 24 hours. If your system includes 
onsite service only for the first year, think about 
extending the service for two or three years when 
you buy the computer. 


I Use a credit card to purchase your 

new system. Many credit cards now 
offer purchase protection and extended war- 
ranty benefits that cover you in case of loss of 
or damage to purchased goods. Paying by 


Company Service URL Telephone Number 
America Online Online aol.com 1-800-827-6364 
AT&T Data and ISP att.com/wss 1-800-288-3199 
IP Services 

CompuServe Online compuserve.com 1-800-848-8990 
Earthlink Network ISP earthlink.com 1-800-395-8425 
Juno Free Online juno.com 1-888-829-5866 
MCI ISP mciworldcom.com 1-800-888-0800 
Microsoft Network Online msn.com 1-800-386-5550 
NetZero Free Online netzero.com Not available 
Prodigy ISP/Online prodigy.com 1-800-776-3449 


For information on local ISPs or to learn more on any ISPs and online services 


listed here, visit The List™ at thelist.internet.com. The List™ — the most compre- 


hensive and accurate directory of ISPs and online services on the Web — com- 
pares dial-up services, access hours, and fees for over 9,000 access providers. 


For an updated list of ISPs and online service providers, visit scsite.com/dc2002/ 


ch8/buyers.htm. 


National ISPs and online services. 


I Buy a system 
compatible 
with the ones you use 
elsewhere. If you use a 
personal computer at 
work or in some other 
capacity, make sure the 

computer you buy is 
compatible. For exam- 
ple, if you use a PC at 
work, you may not 
want to purchase a 
Macintosh for home 
use. Having a comput- 
er compatible with the 


credit card also gives you time to install and 
use the system before you have to pay for it. 
Finally, if you are dissatisfied with the system 
and are unable to reach an agreement with 
the seller, paying by credit card gives you 
certain rights regarding withholding payment 
until the dispute is resolved. Check your 
credit card for specific details. 


L Avoid buying 
the smallest 
system available. 
Computer technology 
changes rapidly, mean- 
ing a computer that 
seems powerful enough 
today may not serve 
your computing needs 
in a few years. In fact, 
studies show that many 
users regret they did not 
buy a more powerful 


system. Plan to buy a sys- BASE SYSTEM COMPONENTS 
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User, Small Business User, 
Mobile User, Large 
Business User, and Power 
User. The Home User cate- 
gory is divided into two 
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groups: Application Home 
User and Game Home 
User. 


How to 
purchase 

a Notebook 
Computer 


If you need computing capability 
when you travel, you may find a 
notebook computer to be an 
appropriate choice. The guidelines 
mentioned in the previous section 
also apply to the purchase of a notebook 
computer (Figure 8). The following are additional 


considerations unique to notebook computers. 


Base system components and optional components. 


Purchase a notebook 
computer with a 
sufficiently large active- 
matrix screen. Active-matrix 
screens display high-quality 
color that is viewable from 
all angles. Less expensive, 
passive-matrix screens 
sometimes are dif- 
ficult to see in 
low-light condi- 
tions and cannot 
be viewed from an 
angle. Notebook com- 
puters typically come 
with a 12.1-inch, 
13.3-inch, 14.1-inch, or 15.4-inch display. For 
most users, a 14.1-inch display is satisfactory. If you 


A notebook computer. 


intend to use your notebook computer as a desktop 


replacement, however, you may opt for a 15.4-inch 
display. If you travel a lot and portability is essen- 
tial, consider that most of the lightest machines are 
equipped with a 13.3-inch display. Regardless of 
size, the resolution of the display should be at least 
800 x 600 pixels. 


Experiment with different pointing devices 

and keyboards. Notebook computer keyboards 
are far less standardized than those for desktop sys- 
tems. Some notebook computers, for example, have 
wide wrist rests, while others have none. Notebook 
computers also use a range of pointing devices, 
including pointing sticks, touchpads, and track- 
balls. Before you purchase a notebook computer, 
try various types of keyboard and pointing devices 
to determine which is easiest for you to use. 
Regardless of the pointing device you select, you 
also may want to purchase a regular mouse unit to 
use when you are working at a desk or other large 
surface. 


Make sure the notebook computer you 

purchase has a CD-ROM or DVD-ROM 
drive. Loading software, especially large software 
suites, is much faster if done from a CD-ROM, 
CD-RW, or DVD-ROM. Today, most notebook 
computers come with an internal CD-ROM drive. 
Some notebook computers even come with a 
CD-ROM drive and a CD-RW drive or both a 
DVD-ROM drive and a CD-RW drive. Some users 
prefer a DVD-ROM drive to a CD-ROM drive. 
Although DVD-ROM drives are more expensive, 
they allow you to read CD-ROMs and to play 
movies using your notebook computer. 


If necessary, upgrade memory and disk stor- 

age at the time of purchase. As with a desk- 
top computer system, upgrading your notebook 
computers memory and disk storage usually is less 
expensive at the time of initial purchase. Some disk 
storage systems are custom designed for notebook 
computer manufacturers, meaning an upgrade 


might not be available a year or two after you pur- 
chase your notebook computer. 


If you are going to use your notebook on an 

airplane, purchase a second battery. Two bat- 
teries should provide enough power to last through 
most airplane flights. If you anticipate running 
your notebook computer on batteries frequently, 
choose a system that uses lithium-ion batteries 
(they last longer than nickel cadmium or nickel 


hydride batteries). 


Purchase a well-padded and well-designed 

carrying case. An amply padded carrying case 
will protect your notebook computer from the 
bumps it will receive while traveling. A well- 
designed carrying case will have room for acces- 
sories such as spare floppy disks, CD-ROMs, a user 


manual, pens, and paperwork (Figure 9). 


Well-designed carrying case. 


If you travel overseas, obtain a set of electri- 

cal and telephone adapters. Different coun- 
tries use different outlets for electrical and 
telephone connections. Several manufacturers sell 
sets of adapters that will work in most countries 
(Figure 10). 


Set of electrical and telephone adapters. 


If you plan to connect your notebook 

computer to a video projector, make sure the 
notebook computer is compatible with the video 
projector. Some notebook computers will not 
allow you to display an image on the notebook 
computer and projection device at the same time 
(Figure 11). Either of these factors can affect your 
presentation negatively. 


How to 
purchase 

a Handheld 
Computer 


If you need to stay organized when you are on 
the go, then a lightweight, palm-size or 
pocketsize computer, called a handheld 
computer, may be the right choice. Handheld 
computers typically are categorized by the 
operating system they run. Although several are 
available, the two primary operating systems are 
Palm OS and Pocket PC. Listed in this section 
are a few points you will want to consider when 
purchasing a handheld computer. You also should 


visit the Web sites listed in Figure 12. 


Video Projector 


Web Site URL 

Compaq compaq.com/products/handhelds 
Handspring handspring.com 

Microsoft pocketpc.com 


Mobile Computing mobilecomputing.com 


Palm palm.com 

PDA Buyer’s Guide pdabuyersguide.com 
smaller.com smaller.com 

Wireless Developer Network wirelessdevnet.com 
Computer Shopper computershopper.com 


For an updated list of handheld computer Web sites, visit scsite.com/ 
dc2002/ch8/buyers.htm. 


Reviews and information on handheld 
computers 


Determine the applications you plan to run 
on your handheld computer. All handheld 
computers can handle basic organizer-type applica- 
tions, such as calendar, address book, and notepad. 
The availability of other applications is dependent 

on the operating system you choose. With more 
than 5,000 applications, the depth of software 
applications for the Palm OS (Figure 13) is 
unmatched. Handheld computers that run Pocket 
PC (Figure 14) have fewer applications available, 
but they do run a Windows-like operating system 
and applications you probably are familiar with, 
such as Word and Excel. 


Palm V with Palm OS. 


What do you want to pay? The price of hand- 

held computers runs from $100 to $1,000, 
depending on their capabilities. In general, Palm 
OS devices are at the lower end of the cost spec- 
trum and Pocket PC devices are at the higher end. 
The average selling price for handheld computers is 
in the $300 to $500 range. For the latest handheld 
computer prices, capabilities, and accessories, visit 
the Web sites listed in Figure 12. 


Practice with the touch screen and handwrit- 

ing recognition before deciding on a model. 
You use a pen-like stylus to handwrite on the 
screen. The handheld computer then translates the 
handwriting into a computerized font. You also can 
use the stylus as a pointing device to select items on 
the screen and enter data using a transparent on- 
screen key board. Some handheld computers are 
easier to use than others. You can buy third-party 
software to improve a handheld computer's hand- 
writing recognition. 


Decide if you want a color screen. Pocket PC 

devices have color screens (as many as 65,536 
colors), while most Palm OS devices have mono- 
chrome screens (four to 16 shades of gray). More 
colors result in greater detail. Resolution also influ- 


ences the quality of the display. 


Compaq iPaq Pocket PC. 


Compare battery life. Any mobile device is 

good only if it has the power to run. Palm OS 
devices with black-and-white screens tend to have 
a much longer battery life than Pocket PC devices 
with color screens. To help alleviate this problem, 
both Palm OS and Pocket PC devices have incor- 
porated rechargeable batteries, but this only works 
if you are near a recharger. 


Check out the accessories. You need to con- 

sider what accessories you want for your hand- 
held computer. Handheld computer accessories 
include carrying cases, portable keyboards, remov- 
able storage, car chargers, GPS systems, dashboard 
mounts, replacement styli, synchronization cradles 
and cables, and more. 


Decide if you want additional 

functionality. You will find that off-the- 
shelf Pocket PC devices have broader 
functionality than Palm OS devices. 
For example, voice-recording capa- 
bility, e-book player, MP3 
(music) player, and video 
player are standard on most 
Pocket PC devices. If you 
are leaning towards a Palm 
OS device and still want these 
additional functions, they can be 
added later if you find you really 
need them. 


Do some research. To locate additional 

instructions on installing your computer, review 
the computer magazines or Web sites listed in 
Figure 15 to search for articles on installing a 


Is synchronization of data with other 

handheld computers, PCs, or printers 
important? Most handheld computers come with 
a cradle that connects to the USB or serial port on 
your computer so that you can synchronize data. 
An infrared port, however, allows you to synchro- 
nize data with any device, including other handheld 
computers that have a similar infrared port. 


computer system. 


Set up your computer in a well-designed 

work area, with adequate workspace around 
the computer. Ergonomics is an applied science 
devoted to making the equipment and its surround- 
ing work area safer and more efficient. Ergonomic 
studies have shown that using the correct type and 
configuration of chair, keyboard, monitor, and 
work surface will help you work comfortably and 


If you travel often, then consider e-mail and 
Web access from your handheld computer. 
Some handheld computers come with a modem that 

can send and receive data across telephone lines. 
Other handheld computers allow you to connect to 
your cellular telephone and use it as a modem. More 
expensive handheld computers have wireless capabili- 
ties built in. In either case, for a monthly network 
connection fee you can access your e-mail, company 
Web sites, and any other information on the World 


WEB SITE URL 


Getting Started/Installation 
Once You've Bought It 
HelpTalk Online 


newsday.com/plugin/c101main.htm 
helptalk.com 


Ergonomics 
Wide Web from any where. Ergonomic Computing cobweb.creighton.edu/training/ergo.htm 
Healthy Choices for www-ehs.ucsd.edu/ergo/ergobk/vadt.htm 


Computer Users 


How to 
Install a 
Personal 
Computer 


It is important that you spend time planning for 
the installation of your computer system. Follow 
these steps to ensure your installation 

experience will be a pleasant one and that your 


work area is safe, healthy, and efficient. 


Read the installation manuals before you 

start to install your equipment. Many manu- 
facturers include separate installation instructions 
with their equipment that contain important infor- 
mation. You can save a great deal of time and frus- 
tration if you make an effort to read the manuals. 


Video Display Terminal Health 
and Safety Guidelines 


uhs.berkeley.edu/facstaff/ergonomics/ 
ergguide.html 


For an updated list of reference materials, visit scsite.com/dc2002/ch8/ 
buyers.htm. 


Web references on setting up and using your 
computer. 


viewing angle: 
20° to center of screen viewing 
distance: 18 to 28 inches 


document holder: 
same height and 
distance as screen 


arms: elbows at 90° 
and arms and hands © 
parallel 

to floor pu 


keyboard height: 
23 to 28 inches 
depending on 

height of operator 


adjustable 
height chair 
with 5 legs 
or stability 


feet flat on floor 


A well-designed work area should be 
flexible to allow adjustments to the height and build of 
different individuals. Good lighting and air quality also are 
important considerations. 


efficiently, and help protect your health. For your 
computer workspace, experts recommend an area of 
at least two feet by four feet. Figure 16 illustrates 
additional guidelines for setting up your work area. 


Install bookshelves. Bookshelves above and/or 
to the side of your computer area are useful for 
keeping manuals and other reference materials 


handy. 


Have a telephone outlet and telephone or 

cable connection near your workspace so you 
can connect your modem and/or place calls 
while using your computer. To plug in your 
modem to dial up and access the World Wide Web, 
you will need a telephone outlet or cable connec- 
tion close to your computer. Having a telephone 
nearby also helps if you need to place business or 
technical support calls while you are working on 
your computer. Often, if you call a vendor about a 
hardware or software problem, the support person 
can talk you through a correction while you are on 
the telephone. To avoid data loss, however, do not 
place floppy disks on the telephone or near any 
other electrical or electronic equipment. 


While working at your computer, be aware of 

health issues. Working safely at your computer 
requires that you consider several health issues. To 
minimize neck and eye discomfort, for instance, 


obtain a document holder that keeps documents at 
the same height and distance as your computer 
screen. To provide adequate lighting that reduces eye 
strain, use non-glare light bulbs that illuminate your 
entire work area. Figure 17 lists additional computer 
user health guidelines. 


Obtain a computer tool set. Computer 

tool sets include any screwdrivers and 
other tools you might need to work on your 
computer. Computer dealers, office supply stores, 
and mail-order companies sell these tool sets. To 
keep all the tools together, get a tool set that comes 
in a zippered carrying case. 


Save all the paperwork that comes with your 
system. Keep the documents that come with 
your system in an accessible place, along with the 


Computer User Health Guidelines 


1. Work in a well-designed work area. See Figure 16 on 
the previous page. 


2. Alternate work activities to prevent physical and mental 
fatigue. If possible, change the order of your work to 
provide some variety. 


3. Take frequent breaks. Every fifteen minutes, look away 
from the screen to give your eyes a break. At least 
once per hour, get out of your chair and move around. 
Every two hours, take at least a fifteen-minute break. 


4. Incorporate hand, arm, and body stretching exercises 
into your breaks. At lunch, try to get outside and walk. 


5. Make sure your computer monitor is designed to mini- 
mize electromagnetic radiation (EMR). If it is an older 
model, consider adding EMR reducing accessories. 


6. Try to eliminate or minimize surrounding noise. Noisy 
environments contribute to stress and tension. 


7. If you frequently use the telephone and the computer 
at the same time, consider using a telephone headset. 
Cradling the telephone between your head and 
shoulder can cause muscle strain. 


8. Be aware of symptoms of repetitive strain injuries: 
soreness, pain, numbness, or weakness in neck, 
shoulders, arms, wrists, and hands. Do not ignore 
early signs; seek medical advice. 


Following these health guidelines will help 
computer users maintain their health. 


paperwork from your other computer-related 
purchases. To keep different-sized documents 
together, consider putting them in a manila file 
folder, large envelope, or sealable plastic bag. 


Record the serial numbers of all your equip- 

ment and software. Write the serial numbers of 
your equipment and software on the outside of the 
manuals packaged with these items. As noted in 
Figure 16 on page 8.57, you also should create a 
single, comprehensive list that contains the serial 
numbers of all your equipment and software. 


I Complete and send in your equipment 

and software registration cards. When you 
register your equipment and software, the vendor 
usually enters you in its user database. Being a reg- 
istered user not only can save you time when you 
call with a support question, it also makes you eligi- 
ble for special pricing on software upgrades. 


processor 


video card 


Inside the system unit and the connectors at 
the back. 


S Keep the shipping containers and packing 

materials for all your equipment. Shipping 
containers and packing materials will come in handy 
if you have to return your equipment for servicing 
or must move it to another location. 


S Identify device connectors. At the back of 

your system, you will find a number of con- 
nectors for your printer, monitor, mouse, telephone 
line, and so forth (Figure 18). If the manufacturer 
has not identified them for you, use a marking pen 
to write the purpose of each connector on the back 
of the computer case. 


l Install your system in an area where 

you can maintain the temperature and 
humidity. You should keep the system in an area 
with a constant temperature between 60°F and 
80°F. High temperatures and humidity can damage 
electronic components. Be careful when using space 
heaters, for example, as the hot, dry air they 
generate can cause disk problems. 


L Keep your computer area clean. Avoid eat- 

ing and drinking around your computer. Also, 
avoid smoking. Cigarette smoke can cause damage to 
the floppy disk drives and floppy disk surfaces. 


I Check your home or renters insurance 
policy. Some renter’s insurance policies have 
limits on the amount of computer equipment they 
cover. Other policies do not cover computer equip- 
ment at all if it is used for business. In this instance, 
you may want to obtain a separate insurance policy. 


scsite.com/dc2002/ch8/buyers.htm 


How to 
Maintain 
Your 

Computer 


Even with the most sophisticated hardware and software, you will need to do some type of 


maintenance to keep everything working properly. You can simplify and minimize the maintenance 


by following the steps listed below. 


Start a notebook that includes information on your system. Keep a notebook that provides a single 


source of information about your entire system, both hardware and software. Each time you make a 
change to your system, such as adding or removing hardware or software or altering system parameters, 


record the change in your notebook. Include the following items in your notebook: 
© Vendor support numbers from your user manuals 


© Serial numbers of all equipment and software 


© User IDs, passwords, and nicknames for 
your ISP or online service, network access, 
Web sites, and so on 


e Vendor and date of purchase for all software 
and equipment 


PC OWNER’S NOTEBOOK OUTLINE 


. Vendors 


5. Purchase history 


Vendor Date 
© Trouble log that provides a chronological Preece Mariachi 
history of equipment or software problems peppered se 
® Notes on any discussions with vendor | Internet and online . Software log 


support personnel 


services information 
Service provider name 


Date installed/uninstalled 


Z 6 z Logon telephone number . Trouble lo 
Figure 19 provides a suggested outline for the EE a 
telephone number Time 
contents of your notebook. SA BTE 
telephone number Resolution 
User ID 
Password . Support calls 
3 r Date 
Before you work inside your computer, - Web site information Time 
" Web site name Company 
turn off the power and disconnect the URL Contact 
. . User ID Problem 
equipment from the power source. Working Seon E A 
Nickname 


inside your computer with the power on can affect 
both you and the computer adversely. Thus, you 
should turn off the power and disconnect the 
equipment from the power source before you open 


. Serial numbers 


Product 
Manufacturer 
Serial # 


. Vendor paperwork 


a computer to work inside. In addition, before you Figure 19 To keep important information about your 
computer on hand and organized, use an outline such as 


this sample outline. 


touch anything inside the computer, you should 
touch an unpainted metal surface such as the power 
supply. Doing so will help discharge any static 

electricity that could damage internal components. 


Keep the area surrounding your computer 

dirt and dust free. Reducing the dirt and dust 
around your computer will reduce the need to clean 
the inside of your system. If dust builds up inside 
the computer, remove it carefully with compressed 
air and a small vacuum. Do not touch the compo- 
nents with the vacuum. 


Back up important files and data. Use the 

operating system or utility program to create an 
emergency or rescue disk to help you restart your 
computer if it crashes. You also regularly should 
copy important data files to disks, tape, or another 
computer. 


Protect your system from computer viruses. 
A computer virus is a potentially damaging 
computer program designed to infect other software 


or files by attaching itself to the software or files 
with which it comes in contact. Virus programs are 
dangerous because often they destroy or corrupt 
data stored on the infected computer. You can pro- 
tect your computer from viruses by installing an 
antivirus program. 


Keep your system tuned. Most operating 

systems include several system tools that pro- 
vide basic system maintenance functions. One 
important system tool is the disk defragmenter. 
Defragmenting your hard disk reorganizes files so 
they are in contiguous (adjacent) clusters, making 
disk operations faster. Some programs allow you to 
schedule system maintenance tasks for times when 
you are not using your computer. If necessary, leave 
your computer on at night so the system can run 
the required maintenance programs. If your operat- 
ing system does not provide the system tools, you 
can purchase a stand-alone utility program to per- 
form basic system maintenance functions. 


Learn to use system diagnostic tools. 

Diagnostic tools help you identify and resolve 
system problems, thereby helping to reduce your 
need for technical assistance. Diagnostic tools help 
you test system components, monitor system 
resources such as memory and processing power, 
undo changes made to system files, and more. As 
with basic maintenance tools, most operating sys- 
tems include system diagnostic 
tools; you also can purchase or 
download many stand-alone 
diagnostic tools. 
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